
I Administrative servic~s 3: 
Facilities and Support Services 

m e m e n t  and Control 
Unit will be of assistance in completidg 
anagement and Control, 130'Memorial 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
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I =  
3. Action Requested 

a fl 
b. 0 

Establish Retention Schedule; record will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. 

Employment Services Division is  responsible for the operation of offices 

counseling, special assistance to veterans, youth, older workers and 
physically handicapped individuals. Planning and Contracts Unit, a unit of 
the Employment Services Division provides various administrative services to 
JTPA Service Delivery Areas. Included are planning, coordination and 
development of JTPA contracts. In this capacity, the unit is responsible 
for housing original signature copies of contracts for institutional 
training and service provider agreements and ,back-up - copies -of OJT 
,contracts , and related correspondence files. 

throughout the state who provide services such as training, placement, c 

_I_p 

This file contains the following documents (include for n mbers and tides, if any): 
Attach samples of the file. 

Documents relating to: Contracts and invoices files for JTPA Program, Titles 11-A, 11-B, 111-D, 

Included are: 

v 7. Record Series Description 

111-F, IV 
JTPA 377 Fixed-price Contracts 
JTPA 375 & 376 Cost Reimbursement Contracts 
JTPA 302 On-the-Job Training Contracts 
JTPA 385 Invoices 
JTPA Correspondence 
JTPA-301 Individual Referral Contract 
JTPA-379 Contract Mod 
JTPA-370 Child Care Invoices 
JTPA 303 & 303WS OJT Invoices 
JTPA-330 OJT Contract Modification I 

JTPA-331 OJT Fund Control Sheet ~ 

File is arranged: By SDA (Service Delivery Area); thereunder annually by state program 
(fiscal) year; thereunder by contract number. 

_I 

8. Monthly Reference Rate w ek How often are records referred to which are: 

-wee + j l  
One to six months old to 2 a 1 .lJ- ; Seven to twelve months old month1 . Thirteen to twenty-four months old month 1Y or 1 

Letter-size drawers 70 ; Legal-size drawers- -; Shelves ; Other(speci&') _. 

twenty-five months and older~ua~t~jy - Or. _ _  less. ~- - 
9. Annual Rate of Accumulation of Records 



I n .  .. ..I.. .... I." I" I.. -. 7 ' 1 .  ~ ~~ .. -~ ~ 

b. Does the series contain confidential information requiring security handling? If yes, cite law~or regulation. 

_ _ ~ .  .- - 
: 

~~ ~ _ _  .~__ 
. . . .- or long term ~ research value? 

he file make it necessary to keep the entire f i le for a long period,could these documents 
I~_=r_L_.--.-i 

be scheduled separately? 

~~ 

If yes, attach copy. 

_ _ ~  . ._ .I 
-. .. . . , 

~~ 

owing requires the series to be kept: w .  11. Retention Requirements 
v years. a. State Law ~- - 

b. Statute of limitation I years. 

c. Federal Law ___ L- - years. 
'T 

-~ y ! $ Z , - m  d. Audit period 

8. Administrative need 

f. Federal retention instructions 
~ -._-- 6 '%an. 

3 --years. 

Attach CODY or excert of laws or regulations Explain administrative need. w -  . .  

0.C.G.A 16-8-4 
0.C.G.A 16-8-12 
O.C.G.A. 17-3-1 
O.C.G.A. 9-3-24 

__.__ ~ ~ ~ ~ ~-I -. __. - ____ ~ ~~ ._ ~ - ~~ -~ 

12. Approved Disposition Instructions This agency recommends that the f i le series be cut off a t  the end of each: 

IJ Calendar Year; DFiscal Year, aOtherSJ;&u-grm_yp;lr then. 
year(s); then (State Fiscal Year) 

Hold in the current files area 3 2 month(s) __ __  - 
Transfer to local holding area; hold, r(s); then 
Transfer to State Records Center; hold 
Destroy. * 

0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

' 5  w yeark); then 

*Destroy files only after completion and release of  all State and Federal audit 
requirements, litigation and/or claims. 

ations of the series. 

State Auditor/Designee 

Secretary of StatdDesignee 


